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Welcome to Maricopa County’s New Employment
Application System! We are hopeful that you will find
the FAQ’s below useful. Please check back often as this
document will be updated on a continuous basis.

NEO

How do | check the status of an application that | submitted in PeopleSoft (prior to
6/20/11)?

Current employees may check the status of their PeopleSoft application by
accessing PeopleSoft Employee Self Service at https://my.maricopa.gov through
Friday, August 19, 2011 at 5 pm. After this date, current employees may contact
Employment Services at 602-506-3755 to check the status of applications submitted
prior to 6/20/11.

When | created my NEOGOV account, | had the option to choose my “Notification
Preference” of either paper or email. If “paper” is chosen, does this mean | will
receive notices from Employment Services via U.S. mail?

No. Unfortunately, since NEOGOV is an applicant tracking system used by many
different public sector agencies throughout the United States, this is a standard
guestion on the “Create Your Account” page that Maricopa County cannot modify
based on our business needs. There are some NEOGOV agencies that utilize paper
notifications and mail them to applicants, unfortunately, Maricopa County is not
one of these agencies. All communications from Employment Services (i.e.
application review results, testing notifications, etc.) will be sent to applicants via
email using the email address specified on your application. Please be sure to
check your email often.

Does Maricopa County provide a step-by-step application guide for employees?

Yes. Click here to access the guide.


https://my.maricopa.gov/
http://www.maricopa.gov/human_resources/pdf/onlineemploymentapplicationguideforcurrentemployees.pdf

How do employees view current job opportunities available with Maricopa County?

Employees will navigate to www.maricopa.gov/jobs to view a list of job opportunities
currently available. This web address will take you directly to the Open Competitive
career page.
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Welcome to Maricopa County's Career Site!

Maricopa County is staffed by over 13,000 employees in more than 50 departments and agencies representing
a diverse and talented workfocre. Please take a look inside and see what opportunities await you!
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Where do employees find the list of current internal job openings?

Once you have navigated to the www.maricopa.gov/jobs web page, you will see a list
of available links under the “Other Links” heading. County employees may view a list
of “County Internal Jobs” or “Judicial Internal Jobs.”

I“ a"copa'gov Site Map | Search | Phone Directory | Departments | Services | Email Alerts

: Other Links

9 Countyinternal Jobs-  Open Competitive Opportunities for Monday, June 13, 2011
Employees Only =
—> 9 Judicial Internal Jobs -
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Jobs

9 Return to HR Home
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Can current employees apply for jobs on the Open Competitive web page ?

Yes, current County employees may apply for any opportunities listed on the Open
Competitive web page.

Who is eligible to apply for job opportunities listed on the “County Internal Jobs”
page?

Only current Maricopa County employees are eligible to apply for any job
opportunities listed on the “County Internal Jobs” page, however, current Judicial
Branch employees are not eligible to apply for any opportunities listed on this page.
This includes employees of Adult Probation, Juvenile Probation, Justice Courts and
Superior Court.

I 1 aricopa.gov Site Map | Search | Phone Directory | Departments | Senices | Email Alerts

Other Links

9 County Internal Jobs - Internal Opportunities for Current County Employees for Monday, June 13, 2011 NEOGOV
Employees Only

9 Judicial Internal Jobs -
Employees Only

9 Return to County
Open Competitive
Jobs

9 Return to HR Home

Job Opportunities
available for
Current County
Employees

Your valid Employee ID Number will be required.

Not a current Maricopa County employee? Please visit our open competitive website at www.maricopa.gov/jobs.

Judicial Branch employees (including Trial Courts, Adult Probation, Juvenile Probation and Justice Courts) are not

% eligible to apply for County opportunities listed on this page. If you are a Judicial Branch employee, internal
opportunities within the Judicial Branch, may be available using the menu option on the left. Additionally Judicial
Branch employees may view/apply for opportunities posted on the County's open competitive website
www.maricopa.gov/jobs.

Who is eligible to apply for job opportunities listed on the “Judicial Internal Jobs”
page?

Only current Judicial Branch employees are eligible to apply for any job
opportunities listed on the “Judicial Internal Jobs” page. This only includes
employees of Adult Probation, Juvenile Probation, Justice Courts and Superior
Court. Employees of other County agencies are ineligible to apply.

I“ arlcopa.gov Site Map | Search | Phone Directory | Departments | Services | Email Alerts

Other Links

9 County Internal Jobs - Internal Opportunities for Current Judicial Branch Employees Only for Monday, June 13, 2011 NEOGO\J/‘
Employees Only

9 Judicial Internal Jobs -
Employees Only
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Open Competitive
Jobs
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The Judicial Branch of Arizona
Maricopa County

Job Opportunities

available for Current Judicial Branch Employees

Your valid Employee ID Number will be required.

Not a current Judicial Branch employee? Please visit our open competitive website at www.maricopa.gov/jobs.

Maricopa County employees are not eligible to apply for opportunities listed on this page. If you are a Maricopa
% County employee, internal opportunities within the County may be available using the menu option on the left.

Additionally Maricopa County employees may view/apply- fpr, Judigi opportunities posted on the County's
open competitive website wwﬁxi&t;ﬁ&ﬂ £€ . %/‘rl g]j 6TT



Can non-employees view jobs listed on either of the internal job web pages?

Yes. Non-employees can view job opportunities listed on the internal job web
pages, however, if they click on the “Apply” link, they will be prompted to enter an

Employee ID number in order to proceed. Without a valid Employee ID number,
they will be unable to apply.

maricopa.gov

Other Links
@ County Internal Jobs -

Employees Only NEO

2 Judicial Internal Jabs - Job Title: Accounting Specialist
Employees Only

@ Return to County Closing Date/Time: Sat. 06/25/11 11:59 PM Arizona Time
OpenC titi
= Salary: $13.91 - $22.41 Hourly

& Return to HR Home

Site Map | Search | Phone Directory | Departments | Senices | Email Alerts

Job Type: Classified/Full-Time

Location: Phoenix, 85003, Arizona

Print Job Informatio-

Position Overview Benefits Supplemental Questions

The purpose of this position is to process all payables for Equipment Services. Maintgif files and records
of accounts payable area and reconcile P-card purchases on a monthly basis.

Positions Qualifications:

Minimum education and/or experience:

High School Diploma or GED and one year of accounting, book

ping or specialized administrative
experience.

maricopa.gov

Other Links
¥ County Internal Jobs -
Employees Cnly

+ Judicial Internal Jobs -
Employees Cnly

Site Map | Search | Phone Directory | Depart ts | Semvices | Email Alerts

Job opportunities on this webpa
you are not a current employ
to all applicants.

are only open to current employees, your valid Employee ID number is required. If
, please review the open job list at www.maricopa.gov/jobs for job opportunities open

@ Return to County Enter your Employes ID Number:
Open Competitive
Jobs [ Gob |

@ Return to HR Home I

eSS

Can | give my family member, friend, etc. my Employee ID number so that they
may apply for internal job opportunities?

No. Employees should not provide their Employee ID number to anyone for
purposes of applying for internal job opportunities. Employment Services will
review each internal application to ensure that the individual is a current County
employee and eligible for consideration. Those who are not current employees (or
those who are not eligible) will be removed from further consideration.

Last Update: 6/16/2011



Can | save my application as a work in progress?

Yes. When creating an application template, you are able to save your information
and continue working on it at a later time. CAUTION! While you can complete an
application template at any time, if you are applying for a specific position, you
MUST submit your application prior to the recruitment closing date.

Can | view the status of my application after it has been submitted?

Yes. You can login to your account via www.governmentjobs.com and view the
status of previously submitted applications with Maricopa County. Please note that
this will not include any applications submitted prior to 6/20/11.

GovernmentJobs , |
- ErnEEEmrm e Click On Career Seekers

Quick Job Search advanced search

Wiabcomad v ou've arrived ot the most somprahanybes Wl

Enter login information

Are you registered?

To apply online for a position, please create an account (registration is free). If yi
already created your Governmentlobs.com personal account, please login beloy

Online Employment Application Guide

Username: I
Password: I
Login |

I Forgot My Username and/or Password

Not Registered Yet? Create Your Account Here!

To access the personalization features of Governmentlobs.com you must first be a
registered user. Registration is completely free and takes only a few seconds. We don't
share your information with anyone and we're not going to send you an unsolicited e-mail.
For more information about privacy at Governmentlobs.com, please read our Privacy

Policy.

NEQERete: 6/16/2011 continued on next page


https://gjobs.uat.neogov.net/index.cfm

Click on Application Status

My Account

Create Application I

Applications You've Created:

Date Created

ApD Jun 15, 2011 Edit | Delete
new app Jun 15, 2011 Edit | Delete

Tip: You do NOT need to recreate a new application every time you're applying for a
position.

View Application Status
@ Application Status | My Account

Positions You've Applied For

You have applied for 1 position,

Organization Applied View App. Status
Accounts Pavable Supervisor Maricopa County, AZ 06/15/11 Wiew Application Received

Will | receive an e-mail notification at the conclusion of the application review
process?

Yes. Applicants will receive an email notification once the application review
process is complete. The notification will advise you of the application review
results. You may also view the status of your application at any time by logging into
your account and checking your Application Status.

Can | view/print a copy of a previously submitted application?

Yes. You can login to your account via www.governmentjobs.com and obtain a copy
of your previously submitted applications with Maricopa County. Please note that
this will not include any applications submitted prior to 6/20/11.

7 GovernmentJobs
Corcer seckers] About Us [Post adob | Employee o]

Quick Job Search advanced ssaech

e A Click on Career Seekers

i Whe's Hiring?

continued on next page



https://gjobs.uat.neogov.net/index.cfm

Enter login information

Are you registered?

To apply online for a position, please create an account (registration is free). If you h
already created your Governmentlobs.com personal account, please login below.

Online Emplovment Application Guide

Username: I
Password: I
Login |

I Forgot My Username and/or Password

Mot Registered Yet? Create Your Account Here!

To access the personalization features of Governmentlobs.com you must first be a
registered user. Registration is completely free and takes only a few seconds. We don't
share your information with anyone and we're not going to send you an unsolicited e-mail.
For more information about privacy at Governmentlobs.com, please read our Privacy
Policy.

NEOGOV™ Click on Application Status

Account

Create Application I

Applications You've Created:
Date Created

ApD Jun 15, 2011 Edit | Delete
new app Jun 15, 2011 Edit | Delete

Tip: You do NOT need to recreate a new application every time you're applying for a
position.

Click here to view/print
[ Manmens | Asplication Status [ a copy of the application
Positions You've Applied For yOU Smeltted

You have applied for 1 position,

Job Title Organization Applied View Apz. Status
Accounts Pavable Supervisor Maricopa County, AZ 06/15/11 viek

Application Received

Can | view/print a copy of a previous job posting that | applied for?

Yes. You can login to your account via www.governmentjobs.com and obtain a copy
of your previously submitted applications with Maricopa County. Please note that
this will not include any applications submitted prior to 6/20/11.

continued on next page
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Enter login information

Are you registered?

To apply online for a position, please create an account (registration is free). If you have
already created your Governmentlobs.com personal account, please login below.

line Emplovment Application Guide

~N Username: I
Password: I
Login |

1 Forgot My Username and/or Password

Mot Registered Yet? Create Your Account Here!

To access the personalization features of Governmentiobs.com you must first be a
registered user. Registration is completely free and takes only a few seconds. We don't
share your information with anyone and we're not going to send you an unsolicited e-mail.
For mare information about privacy at Governmentlobs.com, please read our Privacy
Policy.

o Click on Application Status

Application Statv< Account

Create Application I

Applications You've Created:

Date Created

ApD Jun 15, 2011 Edit | Delete
new app Jun 15, 2011 Edit | Delete

Tip: You do NOT need to recreate a new application every time you're applying for a
position.

Click here to view/print
a copy of the job posting Il Application Status I by Account

Positions You've Applied For

You have applied for 1 position,

Job Title Organization Applied View App. Status Schedule
Accounts Pavable Supervisor Maricopa County, AZ 06/15/11 Wiew Application Received
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| have a complete resume. Can | just attach my resume instead of completing the
entire application?

No. Maricopa County requires that all applicants complete the employment
application in its entirety. While resumes can be included as supplemental
information, they do not replace the information requested in the employment
application. Furthermore, Employment Services WILL NOT consider education,
work history or other details provided only in the resume (and not in the
employment application).

Do | have the ability to upload a copy of my resume to the application?
Yes. Applicants have the ability to cut/paste their resume text OR upload their

resume file as an attachment to the application. Please see online application guide
for current employees.

What types of files can | upload?

Any of the following: pdf, doc, docx, txt, rtf, jpeg, jpg, tif, tiff

Can | submit more than one application for a specific recruitment?

It depends. Currently, there is a re-apply waiting period (for the same recruitment)
of 2 days. The purpose of this waiting period is to ensure that applicants do not
submit multiple applications for the same job opening. If you want to re-submit
revised or new information for a recruitment that you have already applied for, you
must wait the 2 day period before the system will allow you to re-apply (assuming
the recruitment is still open). Unfortunately, if the recruitment has closed, you are
unable to submit a new application. The best approach would be to ensure the first
application submitted is as thorough and complete as possible. For more details
about this process, please contact us at 602-506-3755.

My contact information has changed. How do | update my contact information for
an application(s) that has already been submitted?

Unfortunately, applicants do not have the ability to update their contact
information for applications that have already been submitted. In order to update
contact information for existing applications, please contact Employment Services
at 602-506-3755.



http://www.maricopa.gov/human_resources/pdf/onlineemploymentapplicationguideforcurrentemployees.pdf
http://www.maricopa.gov/human_resources/pdf/onlineemploymentapplicationguideforcurrentemployees.pdf

My contact information has changed. How do | update my contact information for
FUTURE applications ?

7 GovernmentJobs
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Enter login information Are you registered?

To apply online for a position, please create an account (registration is free). If you have
already created your Governmentlobs.com personal account, please login below.

Online Employment Application Guide

Username:

l—
~\ Password: I
Login |

1 Forgot My Username and/or Password

Not Registered Yet? Create Your Account Here!

To access the personalization features of Governmentiobs.com you must first be a
registered user. Registration is completely free and takes only a few seconds. We don't
share your information with anyone and we're not going to send you an unsolicited e-mail.

For more information about privacy at Governmentlobs.com, please read our Privacy
Policy.

powared by

NEOGOV™

Main Menu | Agpplication Status

My Account

Create Application I

Click on Edit
Applications You've Created:

Date Created

ApD Jun 15, 2011 Edit | Delete

new app Jun 15, 2011 Edit | Delete

Tip: You do NOT need to recreate a new application every time you're applying for a
position.
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From the Job Application >>
Review page, click on Edit Contact

Job Application » Review Informatlon
* Required Field
Contact Information Edit Contact Information
Mame: Ran Williams Address: 301 W. Jefferson
Phoenix, Arizona 35003

Email: rwilliamsz@fakeemaill.com

Matification Preference: Email
Home Phone: Alternate Phone:

Job Application = Profile

* Required Field

Cancel I Save & View Application I
Contact Information
—— Update the necessary areas of
Middle Initial [ your contact information

* Last Name |Wi|liam5

Primary Fhone I

Alternate Phone I

. . — -
Email Ir.mlhams@Fal-ceernall1.|:|:|rn

= Motification | Email ;I

Preference By which method would you prefer to be notified about application status, testing
dates and examination results?

* Address 1 I3EI]. W. Jefferson
Address 2|

* ':it'ﬁ"IPhnenix

* State IAriznna -]
* Zip 35003
C':"-“"tr"ﬁ"|== Select == |
Cancel I Save & View Application I

\ * Required Field

Click on Save & View Application
when complete

NOTE! You will need to perform this update for each
application templatedhatiycathave created.



